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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative
position, the primary duties of which include assisting the Fire
Chief in directing, planning, and coordinating fire departnent
adm ni strative activities in such areas as payroll, purchasing,
budgeti ng, and nmai ntai ning departnental records. The enployee
of this class nust have know edge of the overall operation of a

fire departnent, since he/she wll be expected to work
i ndependently in nost areas. This class is non-supervisory in
nat ur e. Speci al assignnents are received from and work is

reviewed directly by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Assists the Fire Chief in performng the admnistrative
functions of the fire departnment. Participates in the research
and planning for prograns and activities of the departnment.
G ves reports, offers advice, makes recomendati ons, and keeps
informed on | ocal trends that may affect the fire service when
attending all neetings required by the [local governing
aut hority. Works with boards and agencies whose rules and
operations affect the careers of fire department enployees or
the work of the fire departnent. Studies new |l aws, regul ations,
ordi nances, and court rulings relating to fire departnent
operations to determne if changes in department policies and
procedures are needed.

Assists the Fire Chief in accounting for the noney and assets of
the fire departnent. Gat hers information for and assists in
conpiling a departnmental operating budget. Purchases equi pment
and supplies, keeping such purchases within the established
budget .

Assists the Fire Chief in mking decisions about what
i nformati on should be included in all records of the departnment
and in determining in what formthis information should be kept.
Assists in supervising the preparation of the records and
reports of the department by reviewing records conpleted by
depart ment personnel and by periodically inspecting systens and
facilities for keeping the records. Personal |y conpl etes any
forms or records required, including preparing payroll records.
Wites letters in answer to witten or oral requests addressed
to the fire departnent or as required to handle problens or
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ot her needs of the fire departnent.
Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

Must not be |l ess than twenty one (21) years of age.

After offer of enploynent, but before beginning work in this
class, mnust pass a physical examnation the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or valid certificate of
equi val ency issued by a state departnment of educati on.

Must have a degree in business adm nistration or a related field
froman accredited four (4) year college or university.
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